Filter data in an Excel table

When you put your data in a table, filtering controls are added to the table headers automatically.
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1 _r
2 Chocolade s n2 o'} : h 1,282.0
3 Gumbar Gummibarchen $ 507980 § 124520 § 205117 § 283568 & 11,225855
4 Malaku $ 160560 4 62000 § B3S00 4 - & 308060
5 NuNUCa Nul-Mougs-Créme §  153.20 § 86520 $ 43350 §  1,551.30
§ Faviow $ 168536 § 264608 $§ 1,84970 § 999.0f §  7,180.15
7 Schoggi Chocolade $ 1,75500 § S5,268.00 $§ 2,1950C § 1,756.00 § 10,974.00 &
§ Scottish Longbreads $ 126750 § 106250 § 49250 4 193500 §  &,757.50
9 S« Rodney's Marmalade $ 425250 § 135080 § 1,701.00 § 731430
10 S« Rodney's Scones $ 141800 § 75600 § 1,733.00 § 143300 § 534100
11 Tarts au sucre $ 472800 § 454792 § 547230 § 601460 § 20,762.32
12 Teatme Chocolste Siscuts §  943.89 § 34560 § BALBO & 20470 &  2,339.59
13 Valkomen suklaa S 845.00 $ 38594 § 54250 § 2,173.44 |4
14 Zaanse koeken $ BI7.00 § 28555 §  666.80 § 115500 § k.
15 Total $21,002.75 $22,065.51 $17,964.86 $19,760.99

For quick filtering, do this:

1. Click the arrow (7] in the table header of the column you want to filter.

2. In the list of text or numbers, uncheck the (Select All) box at the top of the list, and then check the
boxes of the items you want to show in your table.

2l SortAtoZ
Z] SertZtoA
Sort by Color >
Y. Clear Filter From "Product |
Filter by Color r
Text Filters »

Search ﬁ’ |

Ce) :
|| Chocolade

-[¥] Gumbar Gummibarchen

-[¥] Maxilaku

-] NuNuCa NuB-Nougat-Créme
-[¥] Pavlova

-[¥] Schoggi Chocolade

-] Scottish Longbreads

-[¥] Sir Rodney's Marmalade

-+ Sir Rodney's Scones

T

| ok || cancel ]



TIP To see more items in the list, drag the handle in the bottom-right corner of the filter gallery to

enlarge it.

3. Click OK.

The filtering arrow in the table header changes to this icon =l to indicate a filter is applied. Click it to
change or clear the filter.
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Filter by specific text or numbers

1. Click the arrow [=]in the table header of the column you want to filter.
2. If the column has numbers, click Number Filters. If the column has text entries, click Text Filters.

3. Pick the filtering option you want, and then enter your filtering conditions.

For example, to show numbers above a certain amount, pick Greater Than Or Equal To, and then
enter the number you have in mind in the adjacent box.
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To filter by two conditions, enter filtering conditions in both sets of boxes, and pick And for both
conditions to be true, and Or for either of the conditions to be true.

Filter items by color

If you've applied different cell or font colors or a conditional format, you can filter by the colors or
icons that are shown in your table.

1. Click the arrow [*]in the table header of the column that has color formatting or conditional formatting
applied.

2. Click Filter by Color and then pick the cell color, font color, or icon you want to filter by.
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The types of color options you'll have available depend on the types of format you have applied.
Create a slicer to filter your table data
In Excel 2010, slicers were added as a new way to filter PivotTable data. In Excel 2013, you can also

create slicers to filter your table data. A slicer is really useful because it clearly indicates what data is
shown in your table after you filter your data.



Product

74

 Chocolade |

[ »

Gumbar Gummibarc. ..

m

Maxilaku
NuNuCa Nuf3-Nouga...
 Paviova |

Schoggi Chocolade
| Scottish Longbreads

Sir Rodney's Marmal... ~

Here's how you can create one to filter your data:

1. Click anywhere in the table to show the Table Tools on the ribbon.
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2. Click Design > Insert Slicer.
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3. Inthe Insert Slicers dialog box, check the boxes you want to create slicers for.

4. Click OK.
A slicer appears for each table header you checked in the Insert Slicers dialog box.
5. In each slicer, click the items you want to show in your table.

To choose more than one item, hold down Ctrl, and then pick the items you want to show.

TIP To change how the slicers look, click the slicer to show the Slicer Tools on the ribbon, and
then apply a slicer style or change settings on the Options tab.



